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Mr.    J.    S.    Lennon 

General  Administration  Office 

Gravely  Building 

Chapel  Hill,  North  Carolina   27514 

Dear  Mr.  Lennon: 

Enclosed  is  a  general  survey  made  at  three  hospitals. 

I  spent  one  day  at  each  hospital  which  means  the  survey 

is  not  a  detailed  study.   A  complex  detailed  study  would 

be  the  ideal  situation  to  get  a  true  insight  of  the 
Housekeeping  Department  at  each  facility. 

I  have  submitted  m.y  honest  opinion  and  one  I  felt  I 
could  work  with  and  achieve  the  recommendations  I  have 
submitted.   If  the  staff  feels  that  the  recommendations 
are  not  feasible  I  will  be  glad  to  work  with  them  to 
support  ray  recommendations. 

In  making  my  observations  and  recommendations,  I 
definitely  felt  there  is  a  lot  of  labor  lost. 

I  appreciated  the  opportunity,  and  I  got  an  education 
myself. 

If  I  can  be  of  further  assistance  I  will  try  to  work 
■with  you  because  I  believe  a  lot  can  be  done  to  improve 
the  Housekeeping  Departments  at  the  hospitals.   As  stated 
in  another  report,  the  appearance  is  excellant  and  by 
reducing  the  staff  this  should  not  reduce  the  appearance 
or  the  cleanliness  of  the  facilities^  it  should  improve. 

Sincerely, 


(Mrs.)  Oneita  Dease 
Director  of  Housekeeping 

OD/ch 
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HOUSEKEEPING  SURVEY 

Recommendations  for 
V/estern,  Eastern,  and  McCain  Hospitals 


Housekeeping  Department 

1.  Establish  a  Housekeeping  organizational  manual. 
(job  procedures,  job  descriptions,  outline  of 
training  programs,  hospital  and  departmental 
policies,  etc.) 

2.  Schedule  training  programs  yearly  to  review 
v;orking  procedures,  policies,  safety  programs, 
etc.)   They  should  reduce  turnover,  absenteeism 
and  boost  employee  morale. 

3.  Standerize  on  equipment  as  much  as  possible. 

4.  Request  that  Administrative  Housekeeper  seek 
formal  training  --  either  at  local  community 
colleges,  housekeeping  seminars,  or  management 
institutes . 

5.  Request  progress  reports  be  submitted  to  the 
Associate  Administrator  with  a  copy  to  the 
Administrator  to  improve  communications. 

6.  If  and  when  the  present  staff  cannot  or  ivill 
not  except  the  fact  that  a  change  is  in  order, 
transfer  or  replace  the  one  that  is  not  willing 
to  cooperate  within  reason.   The  obiective 
being  --  continued  high  level  of  sanitation  with 
better  Housekeeping  management  to  reduce  cost, 
obtain  more  efficiency  and  better  patient  comfort, 

Laundry,  Linen  and  Sewing 

Delve  into  the  possibility  that  the  Laundry  Plant 
make  standard  patient  packs  at  the  plant.   This 
will  save  a  tremendous  amount  of  labor,  (job 
procedures  will  have  to  written  to  be  effective) 

Look  into  the  possibility  of  making  drapes  at 
all  hospitals.  (I  have  found  that  drapes  are  less 
expensive,  more  sanitary  and  adds  color  to  patient 
rooms.   They  are  good  for  patient  therapy)   Of 
course,  drapes  will  have  to  be  made  in  the  hospital 
sewing  room  to  cut  expense. 

Standerize  on  manufacturing  items  where  oossible. 


(Mrs.)  Oneita  Dease 


NORTH    CAROLINA    SANATORIUM 
McCain,    North  Carolina 


A   survey  o£   the  Housekeeping  Department   at    the 
North  Carolina    Sanatorium   was   made    January   18,    1973. 

Mr.    Dodge,   Associate  Administrator  and  Mr. 
Williamson,   Administrative   Housekeeper   met   with  me 
to    reviev/   the   purpose   of   the    survey. 

North   Carolina    Sanatorium    is   a    300   bed  capacity, 
with   an  average   census    of    230    patients.      Patient 
discharges    average   about    50   per   month.      Square   footage 
of  the   facility    (including    staff    houses,    dorms,    etc.) 
is    116,500. 

Housekeeping   services    are   performed   in  all   areas 
of   the    facility    --   Administration,    Patient  areas, 
Special    areas    (OR),    with  minor   cleaning    in   Isolation 
Rooms. 

Mr.    Williamson  made    a    tour   of   the   building   with 
me,    so    I   might  observe   the: 
cleaning   procedures 

appearance   of   the   building    and   personnel 
equipment 

supplies    being    used 
staffing   patterns 

After   touring   the    facility    I   had   a   conference   with 
Mr.    Williamson  about   some   changes    in    the    department 
that  might   be  helpful. 

Cleaning   procedures   need    to    be   taught   and  practiced, 

The    general    appearance    and  maintenance    of    the 
building   is    excellant.      Floors    are    clean,    but    have   no 
polish,    walls    are    clean    --    painting    is    needed   in    some 
areas,    bathroom   facilities    are    clean   and   in   good   shape, 
furniture    is    clean   and    in   good   shape. 

The    Housekeeping    staff    (aides    and   porters)    should 
be   in   standard   uniform.       (employees   are  v;earing   street 
clothes,    some   ivith  orderly  jackets    and  caps,    others 
v,'i  thout) 

Equipment    is    in    good    shape    and    clean.      Floor 
machine    should    oe    used   frequently   to   reduce    labor. 

Household    supplies    are    adequate   and   proper    use    of 
supplies   is   being  practiced. 


2- 


Personnel    Staffing 

Foreman    staff    --   add 
Housekeeper 


an   assistant    to    the   Administrative 


ilousekeep  ing    Porter    --    reduce    present    staff   by  re- 

classifing  messenger,   varehouseman,    and    laboratory- 
aide    to    proper   departments    (ie    -   warehouseman 
to  Purchasing    staff)      Replacing   light  bulbs, 
checking   televisions,    driving    hospital   cars  and 
trucks    should   be   under   a   seperate   category,    but 
could   still    be   under   the   Administrative  House- 
keeper.     In  other   words    the  porters    staffing 
pattern    is   misleading. 

Housekeeping  Aides    --    staffing    seems   to   be   all 

right.      However^    some    of   the   ladies   looked  as 
though  they  v/ere   ready   to   retire. 

The   present   staff    could  be  reduced    if    the 
department   is   re-organized    to   obtain   a  better  work 
load   situation.       (ie    -    toilet   tissue      and    towels 
are   being    handled  once   to   often;    polishing   the 
floors    and  using    the   floor  machine   will   reduce    the 
labor   force;    training   employees    about  work  procedures. 

Including   re-classif ing    the    three   positions 
mentioned,    special   assignments,    re-organizing   the 
department,    and    adding    one  assistant,    suggested 
staffing    is: 

FROM  TO 


Housekeeping   Porters    and  Aides 
Housekeeping  Assistant 
Housekeeping   Foreman 
Linen  Room    Supervisor 
Administrative  Housekeeper 


Laundry  and   Linen  Distribution 

The   laundry  procedures   seem   to   be    fine. 
The    linen  distribution    seem    to    be    fine. 

Sewing   Room 

Space    and  working    area    are    good.      Possibly  could 
use    a   folding    table    to    inspect   linen   rather    than 
using    linen   shelf.      Discontinue  making    housekeeping 
caps    for    porters. 

I   saw   no    discrepancy   in   V/aste  Disposal. 
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(Mrs.)    Oneita   Dease 
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V,'E STERN  CAROLIM  CENTER 
Black  I'lountain,  North  Carolina 


A  survey  of  the  Housekeeping  Department  at  IVestern 
Carolina  Center  was  made  January  12,  1973. 

Mr.  V/allin,  Associate  Administrator  and  Mrs.  Blizard, 
Administrative  Housekeeper  met  with  me  to  review  the  pur- 
pose of  the  survey.   Mr.  Wall  in  and  Mr5,  Blizard  were 
most  congenial. 

V/estern  Carolina  Center  is  a  300  bed  capacity  with 
an  average  census  of  170  patients.   Patient  discharges 
average  about  50  a  month.   Square  footage  of  the  facility 
(including  staff  houses,  dorms,  etc.)  is  167,280  ft. 

Housekeeping  services  are  performed  in  all  areas  of 
the  facility  --  Administration,  Patient  areas.  Special 
areas  (OR) ,  and  special  cleaning  procedures  for  Isolation 
Rooms. 

Mrs.  Blizard  made  a  tour  of  the  building  with  me 
so  I  might  observe  the: 

cleaning  procedures 

appearance  of  the  building  and  personnel 

equipment  being  used 

supplies  being  used 

staffing  patterns 

After  touring  the  facility  I  had  a  conference  with 
Mrs,  Blizzard  about  some  changes  in  the  department  that 
might  be  helpful. 

Cleaning  procedures  have  been  taught  and  are  being 
practiced,  but  closer  supervision  could  get  better  results 
They  should  assume  the  total  cleaning  procedures  in  the 
operating  room.   Presently  an  orderly  is  doing  some  of 
the  cleaning. 

The  general  appearance  and  maintenance  of  the 
building  is  excellant.   Floors  are  clean  and  polished, 
walls  are  clean  and  painted,  bathroom  facilities  are 
clean  and  in  good  shape,  furniture  is  clean  and  in 
good  shape. 

The  Housekeeping  staff  (aides  and  porters)  should 
be  in  standard  uniform.  (employees  are' wearing  street 
clothes,  some  with  white  orderly  jackets,  others  v/ithout. 

Equipment  is  in  good  shape  and  clean.  There  is  no 
need  for  any  additional  equipment  now. 


Household  supplies  are  adequate  and  proper  use  of 
supplies  is  being  practiced. 


Personnel  Staffing 

Foreman  staff  --  reduce  foreman  staff  from 
Eliminate  2  positions  v;here  possible, 
foreman  staff  will  get  better  results 
and  porters.   Change  classification  of 


8    to    4  . 

A   reduced 
from  aides 

foreman 


to  seamstress.  (Presently  seamstresses  are 
classified  as  foreman) 

Housekeeping  Porters  --  remove  tlie  responsibility 

of  the  orderly  work  in  Raspberry  '.'.'ing  to  porter 
work  only.   Presently  the  porter  is  assisting 
Nursing  with  female  patients. 

Other  than  reduction  of  the  foreman  staff  the 
Housekeeping  aide  and  porter  staffing  seems  to  be 
in  line.   However,  with  continued  training  programs, 
tighter  supervision  and  job  descriptions,  staffing 
might  could  be  reduced  at  V.'estern  Carolina  Center. 
Suggested  staffing  is: 


Housekeeping  Aides 
Housekeeping  Porter 
Housekeeping  Foreman 
Linen  Room  Seamstress 
Administrative  Housekeeper 


•ROM 

16 
14 

8 

0 
_1_ 

39 


TO 

15 
13 
4 
2 
JL_ 
35 


Laundry  and  Linen  Distribution 

The  laundry  procedures  seem  to  be  fine. 

The  linen  distribution  to  units  should  be  the 
responsibility  of  Housekeeping.   Presently,  a  Nursing 
Orderly  is  distributing  the  linen.   I  feel  the  control 
would  be  better  if  the  responsibility  is  under  the 
Director  of  Housekeeping. 

Sewing  Room 

Space  and  working  areas  are  very  good.   (See 
Personnel  staffing  about  classification  change) 

I  saw  no  discrepancy  in  IVaste  Disposal. 


■(S-<^^^-^^-<=i, 


(•  !rs  , )  Oneita  Dease 
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EASTERN  CAROLINA  SANATORIUM 
Vt'ilson,  North  Carolina 


A  survey  o£  the  Housekeeping  Department  at  Eastern 
Carolina  Center  was  made  January  19,  1973. 

Mr.  Moss,  Associate  Administrator  and  Mrs.  Deaton, 
Director  of  Nursing  net  v/ith  me  to  review  the  purpose 
of  the  survey.   Mr.  Moss  and  Mrs.  Deaton  were  most 
congenial. 

Eastern  Carolina  Center  is  a  342  bed  hospital,  with 
an  average  census  of  170  patients,  (one  unit  is  closed 
for  renivation)   Patient  discharges  average  about  50  a 
month.   Square  footage  of  the  facility  is  223,327. 

Housekeeping  services  are  performed  in  all  areas 
of  the  facility  --  Administration,  Patient  areas.  Special 
areas  (OR),  and  Isolation  Rooms. 

Mrs.  Deaton  made  a  tour  of  the  building  with  me  so 
I  might  observe  the: 

cleaning  procedures 

appearance  of  the  building  and  personnel 

equipment 

supplies  being  used 

staffing  patterns 

After  touring  the  facility  I  had  a  conference  with 
Mrs.  Deaton  about  some  changes  in  the  department  that 
might  be  helpful. 

Cleaning  procedures  need  to  be  written,  taught,  and 
practiced.   Supervision  is  inconsistant  with  directions 
given  by  Mrs.  Deaton. 

The  general  appearance  and  maintenance  of  the  building 
is  excsllant.   Floors  are  clean  and  polished,  walls  are 
clean  --  painting  is  needed  in  some  areas,  bathroom 
facilities  are  clean  and  in  good  shape,  furniture  is 
clean  and  in  good  shape. 

The  housekeeping  staff  (aides  and  porters)  should 
be  in  uniform,   (employees  are  wearing  street  clothes 
ivith  orderly  jackets  and  caps) 

Equipment  is  in  good  shape.   I  reco'-.mend  a  floor 
machine  to  cut  down  on  labor. 

Household  supplies  are  adequate  and  proner  use  of 
supplies  is  being  practiced.  (Mrs,  Deaton  shows  a  lot  of 
interest  in  research  --  getting  the  best  product  to  do 
the  best  job) 


1 


Personnel    Staffing 

Administrative  Housekeeper    --    is   highly  recommended 

Assistant  Administrative    Housekeeper    --is   highly 
recommended 

Housekeeping    foreman   --   reduce   to    2 

Reduce   the    housekeeping    staff   by  transferring 
duties.      Presently,    the   housekeeping    staff   is 
serving    food    trays   to   patients.      I    definitely    think 
this    duty    should   be    in   Nursing    Service   or   Food 
Service    --    preferably    in   Food    Service. 

Some   training   is    in  effect   at  Eastern  now 
through  Ivilson  Technical    Institute.      The   staff   seems 
to    be    complacent.      I    recommend  a   re -organiz ing   of 
the    staff  by  re-assigning   the    staff.      However, 
this   might   be  difficult   until   an  Administrative 
Housekeeper    is    employed.      With  a    strong    training 
program   in  effect,    written   job    descriptions, 
written   job  procedures,    and  with   tighter    control 
the    present    staff    could  be   reduced.      The    Eastern 
Sanatorium  definitely,    in  my   opinion,    is    over- 
staffed at   this   point.      I    talked   to   Mrs.    Deaton 
about   this   and    suggested   spreading    the   present    staff   out 
out   into   the   renivated  wing  when   it    is   opened   for 
occupancy.      Suggested   staffing: 

FROM  TO 


Housekeeping  Aides  56  *44 

*including  position  transfer  of  2 

Linen  Room  Supervisor  1  1 

Seamstress  1  1 

Housekeeping  Foreman  3  2 

Assistant  Administrative  Housekeeper  0  1 

Administrative  Housekeeper  0  1 

61  50" 

Laundry  and  Linen  Distribution 

The  laundry  procedures  seem  to  be  fine. 

The  linen  distribution  to  units  should  be  the 
responsibility  of  the  Housekeeping  Department,  (if, 
and  when  there  is  an  Administrative  Housekeeper  at 
Eastern . 

Sewing  Room 

Space  and  working  area  are  very  good.   I  recommend 
purchasing  laundry  bags  rather  than  making  them. 


M 


r  saw  no  discrepancy  in  V/aste  Disposal 


NOTE:   Mrs.  Deaton  has 
She  agrees  that 

badly  needed  to  strengthen  the  Housekeeping 
Department . 


a  keen  interest  in  Housekeeping. 
an  Administrative  Housekeeper  is 


(Mrs.)  Oneita  Dease 
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